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Highlights

Holding a successful annual meeting requires planning ahead,
getting members to help, and then carrying out the plans. The
time and place have an important bearing on the attendance.
Most of the activities discussed in this publication have been
found to be basic in building and maintaining sound member-
ship understanding, as well as good community relations.
Other activities provide variety and balance to the annual
meeting program.

A well-balanced annual meeting program consists of
three basic ingredients: business, information, and entertain-
ment. It also should provide some opportunity for visiting
among the members. This can be done during the meal hour
or at refreshment breaks if these are included as part of the
program.

Conducting the business phase includes such legal mat-
ters as nominating and electing directors, receiving manage-
ment reports, and voting on Articles of Incorporation, bylaw
changes, and other cooperative matters.

The information or education phase uses such tech-
niques as illustrated talks; charts, slides, view graphs, and
videotapes; panel discussions; question-and-answer periods;
special speakers, and crop, livestock, and product demonstra-
tions. Keeping members and management informed is a con-
tinual two-way process; thus the annual meeting can serve as
the cooperative’s major educational event.

Adding variety to the meeting may involve serving a meal
or providing entertainment. Entertainment could include music
or theater talent, quiz contests, films and videotapes, or moti-
vational or humorous speakers. An important factor in getting
out members is to have something of interest for the entire
family. Activities that make members feel welcome will help to
ensure their continued attendance.

Numerous devices can be used to announce and publi-
cize the annual meeting. Among these are official notices, cor-
respondence reminders, posters, newspaper articles, radio



and television announcements, and word-of-mouth publicity. If
the cooperative mails billing statements on a monthly basis,
this is an economical source for a formal annual meeting
notice.

Once the details are carefully planned and delegated, the
actual staging of the meeting is much simpler.

The presiding officer should keep the meeting moving,
preside with fairness and impartiality, maintain parliamentary
order, and encourage questions and comments from the
members. A detailed step-by-step program is helpful for guid-
ance. (See Appendix C.)

Postmeeting activities should include preparing newspa-
per stories, a followup message to the members, thank-you
letters to those who helped, and a frank appraisal of the meet-
ing as a guide to the future. Planning for the next meeting
should begin immediately.



Organizing and Conducting
Cooperatives'
Annual Meeting

The annual meeting is the highlight of a cooperative’s year. It
is the time when management gives an accounting to mem-
bers and when members—as joint owners—express their
views to the manager, directors, and employees. Summed up,
the annual meeting is—and should be viewed as—the major
cooperative educational event of the year.

Cooperative bylaws require an annual meeting. Every
manager and director wants a good one. Successful meetings
don’t just happen but must be planned and executed in detail.
When this is accomplished, the annual meeting program can
be important in stimulating goodwill and building member-
ship understanding.

This report offers helpful suggestions to cooperative
managers and others responsible for annual meetings. It is
directed primarily to associations that operate locally and that
invite the entire membership to the meeting. Many sugges-
tions, however, will also be useful to regional organizations
whose annual meetings are attended by delegates.

A cooperative’s annual meeting can range from being a
routine formality to being a lively and memorable event. It
may require a frantic last minute scurry to round up a quo-
rum, or to locate enough chairs to accommodate the crowd.
The kind of meeting that develops is almost entirely in the
hands of the board of directors, the manager, and employees.

If the annual meeting is held simply to comply with the
bylaws, there is little chance of its being anything but drab and
monotonous. If it is held in the proper cooperative spirit as a
yearly occasion when members and officers get to gether to
discuss operations and future plans, results can be rewarding.



WHY HOLD AN ANNUAL MEETING?

The official purpose of the annual meeting is to review the
program and the business of the cooperative for the past year,
to elect officers, and to plan future activities. An annual meet-
ing is a legal requirement.

The order of business is generally outlined in the associa-
tion’s bylaws. It includes reading the minutes, presenting
annual reports of business operations, and of officers and
committees, electing directors, outlining unfinished business,
and suggesting new business.

Each program should provide for participation by the
members and other interested persons. This basic principle
should govern all annual meeting planning.

The annual meeting gives members a chance to ask ques-
tions and offer suggestions. It provides management the
opportunity to explain and discuss operating policies and lis-
ten to member comments.

Management has an opportunity to instill more firmly in
the mind of each member these thoughts: “This is my associa-
tion. I share in its ownership and control. It is being operated
for my benefit. I have a direct responsibility for its success.”

Members exercise control of the cooperative at the annu-
al meeting by electing their directors, receiving and accepting
the reports of their officers, contributing comments and sug-
gestions on the conduct of the business, and voting on articles
of incorporation or bylaw changes, resolutions, and matters of

policy.
Electing Directors

Election of capable directors is the first of the members’
democratic privileges and responsibilities. Generally, the
bylaws provide that directors be elected by a vote of mem-
bers at the annual meeting. It is through the power to elect
directors that members exercise general control over policies
of the association. This is a vital part of the annual meeting,
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and every precaution should be taken to ensure a fair and
intelligent selection.

Election of directors is of prime importance because the
corporate powers of an association are vested in them. They
collectively possess all the powers that the association has
under the law. They determine, either expressly or by implica-
tion, the acts to be performed and the plans and methods to be
followed by the officers, agents, and employees of the associa-
tion.

Reports of Officers

The annual meeting provides an opportunity to bring mem-
bers up to date on the progress of their cooperative. It is the
logical time to review and analyze the past year’s business, to
discuss economic and business trends, the volume and costs
of operations, and the financial condition of the business.

Members are entitled to know all the pertinent facts con-
cerning their organization. Properly presented and intelligent-
ly discussed, annual reports are a basis of mutual understand-
ing between management and members. The use of well-
chosen pictures, charts, slides, and overheads helps members
grasp the highlights covered.

Annual reports can also serve an additional purpose.
“An analysis of the entire cooperative organization is fre-
quently refreshing,” points out one manager, “even to those
who have been in the association for many, many years.”

Those who have worked with the organization and have
done their part toward helping to build it assume that every
member of the association is equally well informed regarding
these matters. But the story must be told over and over for
those who are not fully aware of the nature of the coopera-
tive’s activities.

Highlights of the cooperative’s business must be publi-
cized for the entire membership, but particularly for members
and their families attending for the first time.



Questions and Suggestions

Contributing suggestions and asking questions is an important
phase of membership participation—particularly at the annual
meeting—and members should be encouraged to do so.

It may be desirable at times to submit certain questions
to a direct vote of the members. A preparatory step, of course,
is to supply them with adequate facts on which to base a deci-
sion. Whether a vote is taken, members are entitled at all
times to a voice in matters under consideration.

It is not possible to anticipate all questions members will
ask. Some may want to know more about the organization’s
capital structure or its operational policies. Others may want
more details concerning operating costs. A number may have
heard rumors critical of some aspect of the cooperative and
need to have the matter clarified. The annual meeting gives
members an opportunity to bring all such matters before the
association for discussion and clarification. The workshop ses-
sions discussed later are a distinct aid in this direction.

Cooperative information is not a one-way street; itis a
give-and-take proposition. Much progress in cooperative
organization and practices has come about as the result of
practical suggestions by members.

It should be anticipated, of course, that in general discus-
sions the members’ opinions may differ and occasionally heat-
ed arguments may result. These need not be harmful and,
with careful handling by the discussion leader, may be benefi-
cial. Airing grievances and bringing to light any smoldering
dissatisfactions may avoid a more serious conflict later.

It is much better to have problems and weaknesses of the
association discussed in the meeting hall than to have them
argued on the street corner and across the back fence.

Articles of Incorporation and Bylaw Changes

Voting on amendments to articles of incorporation or bylaws
and other organization papers is often necessary. Changing
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economic conditions, or merely the growth and expansion of
the business, may make it desirable for an association to
change or amend its organization papers. After the required
notification, changes are usually considered and voted on by
members at the annual meeting.

The organization’s bylaws must be kept abreast of cur-
rent practices and to neglect them can lead to serious difficul-
ties. Directors should anticipate the changes and recommend
thoroughly considered amendments.

Proposed amendments should be publicized in advance
of the meeting, along with supporting arguments. This is
much better than to have some hurriedly conceived action
spring from the floor.

Legally, an association cannot engage in any activity,
handle any commodity, or perform any service unless autho-
rized to do so by its articles of incorporation. Through its
bylaws, an association regulates its voting procedure, sets the
time and place of its annual meeting, and regulates transfer of
its stock from one person to another.

Through its bylaws, an association may also provide for
use of a contract or marketing agreement, outline the manner
in which services are to be provided, and specify the proce-
dure for accounting with members. These bylaw provisions
may need to be changed from time to time.

GUIDES TO EFFECTIVE PLANNING

Successive steps to an effective annual meeting are so simple
they are often overlooked. They involve prompt planning,
members’ assistance, carrying out the plans, and arranging
the time and place.

Timely Planning

Prepare an agenda on the program for annual meetings. The
agenda is distributed at the door to participants.



Annual meeting planning could be accomplished by a
member committee, whether elected or appointed. Advance
planning is the key, and without it, there is usually wasted
motion, or no action at all.

Almost as important as the planning itself is the time
when planning is started. This must be done weeks—even
months—in advance of the meeting.

Detailed plans cannot be developed overnight. Qualified
speakers can seldom be found at the last minute. Whether to
serve a meal must be decided. Arrangements for a comfort-
able meeting site with ample seating, visual equipment,
charts, and other essentials cannot be put off until the day of
the meeting.

Responsibility for this planning rests with the manager
and directors. Their planning must include arranging the time
and place, building the program, getting out the crowd, and
staging the meeting itself. ‘

Stated another way, the four essentials of a good meeting
are adequate facilities, a stimulating and well-balanced pro-
gram, a large representative attendance, and membership par-
ticipation. A meeting that fails in any of these respects cannot
be entirely successful.

The four general phases of the planning—as well as the
four essentials of a good meeting—are interdependent.
Although these are discussed separately in the following
pages, the officers and directors should tackle them together.

Getting Members To Help

Like other responsibilities of officers and directors, planning
the annual meeting is a job that may be delegated in part to
the members themselves. The more members who feel a per-
sonal responsibility in making the meeting a success, the more
successful the meeting is likely to be.

To help plan and carry out the meeting, the board presi-
dent may appoint a number of special committees to work



with the association’s officers and directors. Among these
could be program, attendance, meal, entertainment, and nomi-
nating committees.

A leader for each committee should be named. The jobs
to be done and the order in which they are to be accomplished
should be listed in detail and discussed with each leader.

In some larger associations covering wide territories,
local annual meeting committees have been appointed in each
district to contribute suggestions and contact members.

Carrying Out Plans

To carry out plans requires listing step-by-step the many jobs
that need doing, assigning various tasks to specific individu-
als or committees, and, finally, following throu gh to see that
all plans are translated into action.

Since timing is so important, it helps to develop a calen-
dar of things to be done. Appendix A contains a suggested
outline.

Arranging Time and Place

Time and place must be decided first in planning the annual
meeting. Both have considerable bearing upon the number of
persons who can or will attend. Often, the association’s
bylaws name the general time and the place, but with enough
latitude to permit some choice, concerning the actual meeting
site.

MEETING TIMES

The day and hour should best suit the convenience of mem-
bers. More people will be likely to attend if the meeting is
held during the slack season. Generally, this time is stated in
the cooperative’s bylaws and usually calls for the meeting to
be held soon after the close of the year’s operations.



Because timing affects attendance, the bylaws should
reflect a most suitable time for members.

MEETING PLACE

The meeting site should be conveniently located, have ade-
quate seating capacity, and be comfortable from the stand-
point of heat, light, ventilation, and other arrangements.

Surrounding conditions and attributes of the room itself
should be considered. Outside disturbances divert attention
and detract from the success of the gathering. Avoid nearby
athletic events, traffic noises, building construction, and
annoying distractions.

Parking and accessibility by public transportation are
important.

Adequate seating capacity is necessary, of course. To
invite people without providing adequate seating is both dis-
courteous and uncomfortable. People standing, even around
the edges of the room, are continually shifting and moving.
This distracts the speakers and audience.

It should be possible to estimate fairly accurately the
number likely to attend by considering the attendance at pre-
vious meetings, by talking to members from each community,
and by other advance “checking.” It is better to have a meet-
ing site that is too large than one that is too small.

If the room is large, a public address system will be need-
ed. The system should be tested before the meeting and some-
one assigned to monitor its operation. Also, portable micro-
phones can be scattered throughout the meeting room to
encourage member participation. If portable microphones are
used during question-and-answer periods, floor discussions,
and times when nominations or motions are called for, desig-
nate persons to stand by to hand a microphone to those who
wish to speak.

Arrangement of the room is also important. A rear
entrance permits members to enter or leave with a minimum



of confusion. Light should enter the room from the sides or
the back, not the front.

A speaker’s platform is desirable, particularly if the audi-
ence is large and the floor is not sloped. It helps if the rostrum
is large enough to seat the board of directors, speakers, and
other program participants. Equipment to project visual aids
may be needed for speakers.

A convenient place to hang coats and hats should be pro-
vided. Sometimes, it works out best to have a separate check-
room for wraps.

Restroom facilities should be available, adequate, and
plainly marked. The meeting site should be decorated appro-
priately for the occasion. This may include the use of banners,
flags, charts, and other items that help to give the meeting a
“co-op” atmosphere.

BUILDING UP THE PROGRAM

A well-balanced program for the annual meeting consists of
three general ingredients: business, information, and enter-
tainment.

The business portion includes such matters as electing
directors and amending organizational instruments.

The information phase is made up of reports by coopera-
tive officials, discussion periods, talks by “outside” speakers
and crop, livestock, and product exhibits and demonstrations.

Entertainment may be musical, a talent show, a contest in
which members themselves participate, or a motivational or
humorous speaker. Various types of food and refreshment
events, such as barbecues and banquets, are good crowd gen-
erators.

Individuals or the committees responsible for building
up the program must first decide what is to be included under
each of the three classifications. They must next decide on the
order of events. In considering the above, they must keep in
mind the all-important matter of timing.



Timing of events should be such that the business, infor-
mation, and entertainment parts of the program do not over-
lap one another.

The meeting should neither drag nor run beyond a rea-
sonable period. A definite closing time is as important as a
definite starting time. Members appreciate knowing in
advance when they will be able to return home, whether itis a
daytime or a night session. Adjournment time should be listed
on the program.

The time allotted to each subject, and its particular posi-
tion on the program, should be carefully planned. Each speak-
er should be given a definite limit on the length of presenta-
tion time. Adequate time should be allowed for discussion of
reports and other matters.

Staging a successful annual meeting, like any other event
in which a large number of people participate, requires a cer-
tain amount of showmanship. Showmanship is nothing more
than holding the interest of a group or a crowd. Some of the
fundamental factors to be kept in mind can be summarized in
four simple “don’ts:”

Don’t deaden the meeting by confining it exclusively to
business and information.

Don’t de-emphasize the importance of the business
aspect of the meeting by over extending entertainment.

Don’t let the meeting drag by including lengthy speeches
or tedious reports, or by leaving empty gaps when nothing is
Loppening.

Don’t overcrowd the schedule and end up omitting some-
thing toward the end or run overtime.

Planning Business Procedure

The business portion of the annual meeting includes all mat-
ters that the bylaws specify must be voted upon by members.
It covers the election of directors, any changes in articles of
incorporation, bylaws, or marketing agreements, and accep-
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